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Finding the Information You Need

I’s in the Documentation

Business Objects documentation continues to deliver timely and in depth
coverage of product information. Not just facts about product features, but a
world of knowledge in the way of tips, samples, and troubleshooting
instructions.

For your convenience, Business Objects documentation comes in a variety of
formats including Windows online help, HTML, Acrobat PDF, paper, and
multimedia. What’s more, you can gain quick access to it at any time directly
from the product you are working with.

Documentation has been carefully designed to meet your needs for speed and
ease of navigation. All the information you need is there just a few mouse clicks
away.

The next sections highlight the key features of our documentation.

A Documentation Service on the Web

From the Help menu of all our products, you can check out More Tips and
Samples, the Business Objects documentation service on the Internet. From here,
you can discover the latest updates, tips, samples, and troubleshooting.

You can also get there by pointing your browser to the following URL:
http:/ /www .businessobjects.com/services/infocenter

From the Tips and Tricks page, registered customer support contacts can explore
the electronic version of the Business Objects documentation set. It offers
extensive information on all Business Objects products, updates,
troubleshooting, tips, and much more.

In addition, registered DEVELOPER SUITE customers can download new
documentation and code samples.
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Multimedia

I’s in the Documentation

Business Objects multimedia comprises the BUSINESSOBJECTS Quick Tour, the
INFOVIEW Quick Tour, and the BUSINESSMINER tutorial, all of which cover the
essential features of these products.

The BusinessObjects Quick Tour

The BUSINESSOBJECTS Quick Tour is a multimedia presentation that takes you on
a guided tour of the key features of BUSINESSOBJECTS. Its didactic approach makes
it an ideal primer for first-time users of the product.

You may wish to use it as an accompaniment to the guide Getting Started with
BusinessObjects.

The InfoView Quick Tour

The INFOVIEW Quick Tour is a multimedia presentation that highlights the key
features of INFOVIEW. Intended primarily for new users, it offers an overview of
all the features necessary for managing and distributing documents.

The INFOVIEW Quick Tour can be used as an accompaniment to the guide Getting
Started with WeblIntelligence.

The BusinessMiner Tutorial

This multimedia tutorial teaches novice users how to use the powerful desktop
datamining software, BUSINESSMINER. Each lesson in this tutorial has a narrated,
animated presentation which shows users how to answer a business question
using BUSINESSMINER. Users can then try out the demonstrated tasks themselves
by following the step-by-step exercises in the accompanying guide.

InfoView User’s Guide xi



Finding the Information You Need

Online Guides

Xii

User’s Guides

All user’s guides are available as Acrobat Portable Document Format (PDF) files.
Designed for online reading, PDF files enable you to view, navigate through, or
print any of their contents. The full list of Business Objects guides is provided in
the Deployment Guide.

From a Business Objects product, you can open a guide from the commands of
the Help menu.

e

? Businezz0Objects Help... F1

Businezz0bjects User's Guide. ..
Infoiiew User's Guide. ..
Getting Started...

Buick Tour...

Developer's Guide...

More Tipz and Samples...

Emor Meszages Explained...

Business Objects on the Web ¥

Office 97 Compatible Help...

About BuzinessObjects. ..

The Help menu of BusinessObjects provides commands for viewing documentation.

During installation, the BUSINESSOBJECTS installer program automatically copies
these files to:

Business Objects\BusinessObjects 5.0\ Online Guides\En

You can open a document from the Help menu provided that you have installed
the Adobe Acrobat Reader, version 3.0 or higher on your machine. This Reader is
available on the Business Objects CD-ROM. You can also download it for free
from the Web site of Adobe Corporation.

InfoView User’s Guide



I’s in the Documentation

The Error Message Guide

The Error Message Guide is a compilation of the error messages that can appear
with ordinary use of Business Objects products.

This guide provides you with detailed troubleshooting information so that you
can determine the reasons for an error and take the appropriate steps to resolve
it. It allows you to search for error messages by code. Each error message appears
with its probable cause and the recommended course of action.

You can open this online guide from any of the Business Objects products by
selecting the Error Messages Explained command from the Help menu. From
IINFOVIEW, click Error Messages in the navigation bar.

Click an error message fto go fo its explanation

in the guide.

Acrobat Beader - [Errors51en_pdi] [_ (O] %]

'E File Edit Document Wiew ‘window Help 2 |ﬁ'|1|
Click the Nes B[O T o« DO A
List of Error Messages | |[ Bookmarks “{ Thumbnail » ﬂ
bookmark to view [] Contents - =
the error messages -] Using this Guide |
by code | List of Error Messages

{] Chapter 1 Set-Up and Adminis Lis'l- of Error Messqges

j Chapter 2 Security Error Mess:

j Chapter 3 Universe Error Mess

j Chapter 4 Document and Unive

j Chapter 5 Connectivity Errar Me T.Iu-urmr messages are listed by ._m]u.in .?k_\ll.ll.\-li:..:' order.
Click any error o go o its exact location in the guide.

j Chapter 6 BusinessObjects Ge

j Chapter 7 BusinessOhjects Re 1322224 - An eeror oecurred during the creation of OLE DB for OLAF ebjects,
j Chapter & Data Access Error A
j Chapter 9 OLAP Error Massag AJJ.\l\:lN‘f‘i-L'm\'MM d.mn:lin. mame is no longer valid
. ADMOOM - Document domain name i no longer vald.
j Chapter 10 BusinessQuery Err ADMO01Z - Cannet connect b universe domain,
j Chapter 11 Broadcast Agent Ei ADMOOTA - Integgrity problen Please contect Technical Support
. ADMO015 - Operation failed.
j Chapter 12 Wemnte'“gence Er ADMO0T - Tew many candidates
j Chapter 13 BOManager Error b ADMON26 - Unsupported RDBMS
j Chapter 14 Miscellaneous Errc ADMO3Z - Ersor encountered during processing,
. ADMOI - Ervor upgrading repository.
-] Appendix © Troublesh ! -
(1 Appendix Commaon Traubleshe ADMIGT - You do not have access b this owner name.,

ADMO3S - Urisble b0 delete this Broadcast Agent.
Ask your sdministrator o scan and repair erross on your repository.
ADMO051 - Password expiry information for user name is invalid.
ADMO052 - The regular expression you gave for the st of charschers allowed in the repository is i
ADMO0ES - Parent class has changed.
ADMOO70 - Parent class definition is incorrect.
ADMOOTT - It file ercor: o growp defined on line number.
- Input file error: incorrect action en line number.

%~ Ingpurt file error: no user name defined on line number.
- User in group caused the following error: error message.
annot open the import file name.

- T . -
ADBIOOTY - Cannot open the log fle fle name.
4 | v B [ roos | =[] 4] 13 0re00 | w|m]|[ 7avxcnen | EL] ] »

The Error Message Guide in PDF format.
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Finding the Information You Need

Online Help

For Business Objects Windows desktop products, online help is available in the
form of .hlp and .cnt files that comply with the standards of Microsoft Windows
online help.

From INFOVIEW, online help is available for both INFOVIEW and
WEBINTELLIGENCE.

What to Do for More Information

If you cannot find the information you are looking for, then we encourage you to
let us know as soon as you can. We welcome any requests, tips, suggestions, or
comments you may have regarding the contents of this or other Business Objects
documentation. You can contact us by e-mail at:

documentation@businessobjects.com

To find out information about Business Objects products and services, visit our
Web site at:

http:/ /www .businessobjects.com
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About this Guide

About this Guide

Audience

This guide is about INFOVIEW, a BUSINESSOBJECTS product that provides an
overview of all the documents that you can access in the corporate repository. It
also allows you to view, manage, and distribute these documents.

You can view these document lists in two ways:

* In your Web browser over your corporate intranet, extranet, or the World
Wide Web, using INFOVIEW.
INFOVIEW is described in Part I of this guide.

e From your desktop using the BUSINESSOBJECTS Reader.
This is described in Part II of this guide.

Note: At the end of each of these parts, you will find an index covering the
information in that part of the book only.

The guide is intended for the end user who will be viewing and distributing
documents.

For more information about BUSINESSOBJECTS and WEBINTELLIGENCE, see their
User’s Guides.

InfoView User’s Guide xv



Finding the Information You Need

Conventions Used in this Guide

XVi

The conventions used in this guide are described in the table below.

Convention

How Used

Small capitals

The names of all products such as BUSINESSOBJECTS,
WEBINTELLIGENCE, SUPERVISOR, DESIGNER.

This font The names of BUSINESSOBJECTS classes, objects and

conditions.

For example, Customer, Sales, Revenue, Service, etc.
This font Code, SQL syntax, computer programs.

For example: @el ect (Country\ Country 1d)
() Placed at the end of a line of code, the symbol (...)

indicates that the next line should be entered
continuously with no carriage return.

InfoView User’s Guide
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Chapter 1 Introduction to InfoView

What is InfoView?

INFOVIEW is your personal gateway to your corporate information capital. It
allows you to access documents generated from your corporate data storage from

your office, home, or around the world, using your corporate intranet, extranet,
or the World Wide Web.

To use INFOVIEW, you don’t need to install any additional software on your
computer. All you need is a standard Web or Internet browser.

At the core of INFOVIEW are the document lists that give you an instant overview
of all the documents available to you in the corporate database.

|ﬁ:lEWVIIEW Upload [z Delete Search for:— Refresh List Expand
Welcome
Categories: |All categories 'l 15 available documents This list was last refreched: Jan 25 14:17:56 2000
Corporate B |Name a From Date Size
Documents
Personal ¥ Accessaries Revenue G2 james Jan 05 11:156:46 2000 16 K
Documents M8 documentation uger Jan 25 14:08:07 2000 8003 K
Inbox l‘ﬂ eFashion Analysis pete Moy 17 18:05:44 1559 Ak
Documents rﬂ Holiday Revenue 1999 Fhilip Jan 05 10:58:43 2000 40 K
Scheduled [} T htrnlconvert maryn Jan 05 10:43:22 2000 19 K
Bl T noview User's Guide user Jan 25 14:16:01 2000 1640 K
Create ™ ¥ ko yward List boss Mov 16 14:16:15 1959 13K
Documents 7% price tracking 2000 user Jan 25 14:17:56 2000 7K
¥ Projected Sales - @1 2000 janis Jan 05 11:00:04 2000 4K
Search M ¥ 04 sales with discount Fhilip Jan 05 10:57:11 2000 804 K
Options l'ﬂ Sales Comparison-G3taQ4 james Jan 05 11:14:35 2000 36 K
r® Tips released on InfoCenter bass Mov 03 18:26:47 1959 18K
Logout "™ TipsExample pete Mov 04 13:04:17 1993 45K
Help ¥ Tatal Sales - 1999 maryn Jan 05 10:54:36 2000 16 K
- T Useful info maryn Jan 12 16:58:23 2000 K

INFOVIEW includes up to three document lists:

* The Corporate Documents page is a catalog of all the documents that you are
allowed to access in the corporate repository, the centralized BUSINESSOBJECTS
storage and distribution mechanism that manages universes, user
information and document exchange.

As long as you have the right to view a single corporate document, INFOVIEW
contains this list.

e The Personal Documents page lists the documents you've saved for your own
personal use.

* The Inbox Documents page shows you the documents that other users have
sent you.
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What Documents Can You Access with InfoView?

These lists not only keep you on top of all the documents likely to impact your
work, but provide you with the means to view, update and manage those
documents. You can save documents for your personal use, send them to other
users, and publish them to the corporate repository for broader circulation.

What Documents Can You Access with InfoView?

INFOVIEW allows you to access documents that have been created using either
WEBINTELLIGENCE or BUSINESSOBJECTS, and any other documents that are
uploaded to the repository, such as Word documents, Excel spreadsheets, and
PDF files. For information about how WEBINTELLIGENCE and BUSINESSOBJECTS
documents are created, see “How are Documents Created?” on page 24.

You can use INFOVIEW as your common entry point for viewing, managing,
distributing, and downloading any document in your corporate repository.

The documents you view may contain simple tables or charts or complex
documents with hyperlinked indexes created in WEBINTELLIGENCE, which allow
you to navigate instantly between a document’s sections.

Download Drill Refresh Edit Sawve Publish Send <

Last reffech: 1/12/00 02:49:03 PR & |

Sales Revenue

Accessories

Sales revenue

$600,000 |
5400.000 |
$200.000

Massachussetts
New ok

Texas a1

Because you're using a Web browser, you may also read documents containing
hyperlinked images and sound or video objects. For example, by clicking the
name of a model in an imported car catalog, a document could launch a video
showing a 360° view of the car, as well as its interior features.

InfoView User’s Guide 21



Chapter 1 Introduction to InfoView

You can view and edit documents that have been uploaded to the repository from
other sources, such as a Word document, an Excel spreadsheet, or a document in
Acrobat PDF format as shown below:

WEBINTEWIGENCE
INE*VIEW

weicome UNERALEE S RO s e
[ Bookmarks 3 id
E+L ] Chapter 1 Infroduct = =
Corporate ) ] :
Documents [ wihatis Infovie —
-[] What Documen
Personal [ How are docur H H
Documents [ WhatCan You Chapter 1 |n|‘rOdUCfI0n 10 |nfOV!9
Inbox -Dcugmm\zmg\m R, B
Documents D Gaing straic
Scheduled D Choosing h In this chapter
Documents -] Ghoosing a
rhatis InfoView?
Create ) Infoiew and B O Whatis InfoVIew? ....ovveieinesiiiaiaiieeaieiaiaea, 21
Documents 4 What Documents Can You Access with InfoView? ............ 23
4 How are documents created? ...........o.uuieiueneeiiieiiio, 35
Search
4 What Can You Do with InfoView? 2
Options
a . . b2
©formation you need z
Logout splay document lists 2
ument format 2%
Help
4 InfoView and BusinessObjects Reader..........ooouiiciii., 28
';I B
4 | » L0 T . N I T S 1 | e N = W | r
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What Documents Can You Access with InfoView?

And, depending on your user rights, you may even be able to install
BUSINESSOBJECTS from your browser to view, create and edit documents.

!‘ BusinessDbjects - eFashion Analysis.rep - [user@casal
ﬁ File Edit Wiew Insert Fomat Tools Dats Analesis Window Help &1 x|
CERIER[ (2R Xals « | BARE@|£Q | <[k |
_— %] 3l
& Data I@ Map | 7 R a
. g Product Sales by City
g EIE;S for year 2001
@ Month
-8 Quarterfctual) Austin salesrevenue $1 ,135,479.10
@ QuarterBudgst)
- @ Region "
@ Average margin frarain $424s790'00
@ M
@ Vorginas ey i Boston salesrevenue $887,169.20
- @ Projected Sales Reveny
@ Cuantity sold margin
- @ Sales revenue $336,574.10
(-8 Fomulas Chicago sales revenue $1 ,134,08540
margin $439,865.00
Colorado Springs sales revenue $6843,584.20
margin $309,966.00
Dallas salesrevenue $803,420.80
| ] L i margin EAOE A AR AN _’lLI
© a o El Revenue Tear 2001 I @ Rewenue by Region I @ Product Analysis I
[ [LastExec: 2/23/93 01:53 PM MM 4

Note: The actions you may perform on a particular document or document type
depends on your user rights. If you have a question regarding your user rights,
ask your system administrator.
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Chapter 1 Introduction to InfoView

How are Documents Created?

WEBINTELLIGENCE and BUSINESSOBJECTS users use the same BUSINESSOBJECTS
technology to query a database or data warehouse for the purpose of generating
documents.

The two basic mechanisms in this technology are:
* The Universes used to build queries

e The Queries used to retrieve information from data storage

Universes

A universe is the business-intelligent semantic layer that isolates users from the
technical issues of the database.

Universes are made up of classes and objects.

* Objects are elements that map to a set of data from a relational database in
terms that pertain to your business situation.

For example, the objects in a human resources universe might include Names,
Addresses and Salaries.

e Classes are logical groupings of objects.
For example, the objects listed above might belong to a class called Employees.

In your company or organization, universes are created by a universe designer,
using BUSINESSOBJECTS DESIGNER. WEBINTELLIGENCE and BUSINESSOBJECTS
REPORTER users then use these universes to access the data they need from the
database through an intuitive, user-friendly interface.

Queries

If you have the right to create documents, you can build queries by adding objects
from a universe to a document editor and organizing the objects so that the data
is clearly displayed. When the users run the query, the data mapped to the objects
in the query is retrieved from the database. A document is then generated using
the data and formatting defined by the user who designed it.
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Example

How are Documents Created?

Running a query to retrieve data and generate a document

The image below displays three objects that a document designer has added to
the WEBINTELLIGENCE document editor. Each of these objects represents a unit of
data that WEBINTELLIGENCE will retrieve from the database.

& Resort | & Sales Personl @ |Revenue |

When the query is run, WEBINTELLIGENCE generates a document containing the

following simple table:

Bahamas Beach |Fischer £9,696.00
Eahamas Beach|Galagers 20778400
Bahamas Beach |Ishimoto 180,348.00
Eahamas Beach |Magata 470000
French Riviera  |Fischer £9,240.00
French Riviera |Galagers 24639500
French Riviera  |Ishimoto 226,275.00
Hawaiian Club  |Fischer 94 950.00
Hawiaiian Club | Galagers 288 960.00
Hawaiian Club  |Ishimoto 23826000

Note: For more information about creating WEBINTELLIGENCE and
BUSINESSOBJECTS documents, refer to the Weblntelligence User’s Guide and the
BusinessObjects User’s Guide.
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Chapter 1 Introduction to InfoView

What Can You Do with InfoView?

All the rights you have as a user are granted by your BUSINESSOBJECTS supervisor
using SUPERVISOR. The supervisor defines:

e The parts of the INFOVIEW interface you can access.
If required, your supervisor can restrict the availability of INFOVIEW
functionality, such as access to particular document lists, publishing, etc.

* Your database connections

e The document domains you can access in the repository
This includes both reading corporate documents stored in those document
domains, and publishing documents to those domains

The rights accorded each user define the user’s profile. It is this profile-based
security system that allows a single document to be distributed to many users --
with end users having access only to the information that they are authorized to
see.

Customizing InfoView

You can maximize your efficiency by personalizing INFOVIEW to conform to and
even enhance your working habits. Here are some ideas to get you started.

Going straight to the information you need

Waste no time getting down to the vital tasks you perform most often. Here’s an
example of how to go straight to the information you need. You can set up My
InfoView to instantly show you the information you need by dividing the
browser window into several panels, each displaying different information.
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Example Always viewing the most important information first

If your job centers around sales strategy, analysis of the latest sales figures from
your company’s branches throughout the country is crucial to your work. You
may therefore want to set My InfoView to display, a web page showing you how
your company is doing in the stock market, Ca particular document from the
Corporate Documents list showing the sales figures that are updated daily, and
your Inbox Documents list so you can quickly access the documents sent to you
by other people in your company. Your page would look similar to this:

WERINTEIL

- "
I N F VI Ew BusINESS OBJECTS*

Zoom

My InfoView

YAHOO! FINANCE 74 Hame - ehool- Helo B

Corporate
Documents
Thu May 18 10:17am ET - U.S. Markets close in 5 hours 44 minutes.
Do 10857.98 +35.24 (+U.82%)|Nasdag 3650.43 +5.47 (+U.15%)|S&P 500 1456.81 +2.01 (+0.62%)

MYEE Volume 150,965,[I[IU|Nasdag “olume 234,?1B,UU[I|3UVW Band 6.195% +0.021 |

Personal
Documents

4 Inbox
Documents

Scheduled
START INVESTING oNLIN
Documents e : WITH JUSTEqu.

Create

Documents
Zoom |ty o page I /7 » M

Search

=1

iy

meritrade®

Inhox Documents : 9 available documents This list w:

Options

B |Name a

) Accessories Revenue 02 use Sales

EAECESEDHEE Revenue 02 mar evenue
™ euroconye mar
i Holiday Revenue 1393 i E $297
) lessons

D @ 1A oo itk dineg et
< |

Logout

Help

To find out how to set up My InfoView, refer to “Configuring My InfoView” on
page 50.

Choosing how to display document lists

Decide whether you want your document lists displayed in Compact mode --
thus displaying more document titles per view -- or in Expanded mode to include
both more information about each document, and a range of instant action links.
For more information, refer to “Compact or expanded document list display” on
page 41.
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Choosing a default document format

The default format in which you view BUSINESSOBJECTS documents depends on
the browser and the operating system you use. If you want to be able to view
BUSINESSOBJECTS documents exactly as they appear in the BUSINESSOBJECTS
product, but don’t have access to BUSINESSOBJECTS, you can choose either
Enhanced document format or PDF Acrobat Reader. Both of these formats allow you
to take advantage of WYSIWYG (What You See Is What You Get) printing. You
can also choose to view BUSINESSOBJECTS documents in Standard HTML format.

To find out how to set a default document format in INFOVIEW, refer to “Selecting
how you want to view BusinessObjects documents” on page 58.

InfoView and BusinessObjects Reader

BUSINESSOBJECTS READER lets you view, refresh and distribute BUSINESSOBJECTS
documents directly from your desktop. It has the advantage of allowing you to
work with BusinessObjects documents in offline mode, i.e., no network or web
connection is required. You can also view unformatted versions of
WEBINTELLIGENCE documents in BUSINESSOBJECTS READER.

INFOVIEW is the Web interface to your business information, whereas
BUSINESSOBJECTS READER provides access to information from your desktop. Part
One of this guide explains how to use INFOVIEW to view and manage documents,
and Part Two explains how to use BUSINESSOBJECTS READER.

For more information on what you can do with BUSINESSOBJECTS READER, refer to
“Introduction to BusinessObjects Reader” on page 145.
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Checking Your Browser Configuration

Checking Your Browser Configuration

For INFOVIEW to run correctly, you need to make sure your browser configuration
is adapted to INFOVIEW use. For example, your browser needs to be cookie
enabled so that you can log in.

You should run an automatic check for any potential configuration problems
before you log into INFOVIEW for the first time. If your browser is not supported
by INFOVIEW, click Supported Browsers in the Browser Check page. This page
contains a list of supported browsers and the links to the web pages where you
can download the browser you need.

To check your browser:
1. Start your Internet browser.

2. Point your browser to INFOVIEW using either the bookmark or the URL your
INFOVIEW system administrator has given you.
The INFOVIEW login page opens.

WeBINTEILICENCE

Vv =
I N F . I EW BusINESS OBJECTS*

‘Welcome to InfoView, the personal gateway to your enterprise infarmation capital. Info'iew lets you access
and distribute documents fram hame, the office, or around the world

» MNew Users: click the Check Browser button 1o the left to make sure your browser is properly
configured to use this system.
» Toaccess on-line help, click the User Help button to the left.
» Click the Log In button below to access the system.

If your login page doesn’t look like the image above, don’t worry. Your system
administrator may have customized it for use in your company or
organization.
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3. Click Check Browser. The Browser Check page opens.

WenlMTe L IcEMAE

INF* VIEW

BUSINESS OBJECTS*

» Browser Check

To make sure that the systern will run properly, this check page evaluates your browser configuration
and suggests how to make any needed adjustments.To star, click the Check Browser button below.
Then follow instructions in the Status section. You can also click the Supported Browsers button to
see which browsers are supported.

Supported Browsers

4. Click Check Browser.

After a few seconds, INFOVIEW displays information about the browser you're
currently using in the lower part of the page.

Your browser settings are fine. Click the Back to Login' button to log in to InfoView. If you experience
problems logging in, ask your systern administrator to make sure your firewall accepts cookies. If your
Java Virtual Machine (VM) is highlighted blue, it is a non-supported one, but it may still work properly. If
you have problems creating new reports, reguest instructions from your Administrator about installing a
supported Java Yirtual Machine. To see a list of supported JvMs, click here

Client Configuration Details

Erowser MWlicrosoft Internet Explorer
Browser Version 50

Script engine JScript

Script engine version 503715

Cookies enabled Yes

Java enabled Yes

Java Virtual Machine Microsoft Corp. 1.1.4{5.0.3167)
Erowser platform Win32

If you can’t see all this information, use the scrollbar to scroll downward.

In this page’s fields, fatal problems are displayed in bold and in red. Warnings
are highlighted in bright blue.
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Note: If your browser isn’t JavaScript-enabled, it cannot run the Check Browser
feature, and an error message appears.

If your Java Virtual Machine (JVM) was highlighted in blue when you performed
the Browser Check, then the JVM you are using is a non-supported one.
INFOVIEW may still work properly, but if you encounter any problems when
creating documents in WEBINTELLIGENCE, you may need to install a new JVM.
Click Supported Browser for a list of supported browsers and instructions on
where to find them.

5. For a suggested solution to any problem or warning, simply click on the text.
6. For a list of supported browsers, click Supported Browsers.

7. Click the Back to Login button to return to the INFOVIEW login page.
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Logging Into InfoView

To log into INFOVIEW, you need the following from your INFOVIEW system
administrator:

* Your user name and password
If you're already a BUSINESSOBJECTS user, you can use your BUSINESSOBJECTS
user ID and password to enter INFOVIEW.

* The URL or a bookmark which allows you to access INFOVIEW

Note: Depending on how your system administrator has set up your account, the
pages giving you access to INFOVIEW may not resemble the pages displayed
below. You may not even be prompted for a username and password.

If you need help launching INFOVIEW, contact your administrator.

To log in:
1. Start your Internet browser.

2. Point your browser to INFOVIEW using either the bookmark or the URL your
system administrator has given you.

The INFOVIEW login page opens.

WERINTEILI

N v AENAE
INF . IEW BUSINESS OBJECTS'

m Welcome to InfoView, the personal gateway to your enterprise information capital. Infotview lets you access
and distribute documents from home, the office, or around the world

m = Mew Users: click the Check Browser button to the left to make sure your browser is properly
configured to use this system.
s Toaccess on-line help, click the User Help button to the left.
« Click the Log In button below to access the systam

If your login page doesn’t look like the image above, don’t worry. Your system
administrator may have customized it for use in your company or
organization.
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3. Click the round Log In button.
The Login dialog box appears.
[ 7] ]

Enter Network Password

Fleaze type your uger name and password.

Site: casa

Fealm ‘weblnteligence [17:21:45 Feb 16 2000]

User Mame Iuser

Passward I"""ﬁ

™ Save this password in pour password list

()8 I Cancel |

4. Enter your user name and password in the entry boxes, then click OK.
Your INFOVIEW start page loads up and you can begin working in INFOVIEW.
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Your InfoView Start Page

The INFOVIEW start page is the first page that opens when you start INFOVIEW and

is your main interface for viewing, managing and distributing all of the
documents in your corporate database, including WEBINTELLIGENCE and

BUSINESSOBJECTS documents.

The first time you start INFOVIEW, the Welcome page or the default page created

by the supervisor opens. The Welcome page contains short descriptions of

INFOVIEW and WEBINTELLIGENCE features and provides links that let you access

them immediately.

INF* VIEW

Welcome linkin
the navigation
bar

Welcome User

InfoVisw s you
IndoViow Walcome page, =
BusinussOhjects o« Weblntelig

sword, how your Socumant §a1e 4 displaged, youl stat page, sad mese

J can pesdorm

Use the Options page 10 set your parsonal InfoView preferances, such &

Aok hese st gn the Opthens ok o the nevgatieo b o ihe #f 10 ga 1 ihe Opdions page.
Go!

 Create Naw Documents

ot 3 wharwese you e . Infollew s your steting point for Susinesebjects and Weehinselligence, i fkchet

nsgation bae on the beh side The Walcome page is the defush stant page, and & guide |0 wewng ssd

Nined s0me hlp gecing séated? Ga 10 the Qnlime Lisar linlp bom ks, § describes infoView and Webiniediigence leaturea and inéeraces. I also provides completn instructions f
Wz,
Y allthe InfoView tasks n

You can define a different start page, however, simply by selecting it from the list
in the Options page. For example, you can customize the start page to display up
to four panels of information at once. See page 50 for more information on setting

your Default Start Page.

You can get back to the start page at any point by clicking Welcome or My

InfoView in the navigation bar.
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What InfoView Pages Look Like

INFOVIEW pages have three parts:
e The page contents
* The topbar

e The navigation bar

The page contents

The page contents occupy the largest frame in the browser window, and are the
part which most visibly changes as you navigate from page to page.

Page Contents Top Bar
Iﬁi?grvim Upload [51 Delete Sear[:hfur:— Refresh List
My InfoView -
Cateqories: | All categaries 'I 15 available documents This list was last refreshed: Jan 25 14:17:56 2000
Corporate
Documents
Personal I #9 Accessories Revenus 02 james Jan 05 11:15:46 2000 16
ESS @ documentation user Jan 25 14:08:07 2000 5003
. . = Inbox r ™) eFashion Analysis pete Mow 17 18:05:44 1999 1189
Navigation Bar Documents = % Holiday Revenus 1559 Philip Jan 05 1055 43 2000 a0
pcheduled N T htmlconvert maryn Jan 05 10:43:22 2000 19
ocu(:nen ® = T Infaview User's Guide user Jan 25 14:16:01 2000 1640
reate .
Documents [l Keyword List boss Mov 16 14:18:15 1999 13
rﬂprice tracking 2000 user Jan 25 14:17:56 2000 17
™ ¥ Projected Sales - @1 2000 janis Jan 05 11:00:04 2000 41
Rl [ P 04 cales with discount Philip Jan 05 10:57:11 2000 804
Options - M sales Comparison-G5toQd lames Jan 05 11:14:38 2000 36
Y t ™ ¥ Tips released on InfaCenter boss Mow 03 18:26:47 1999 18
Ml ™) TipsErxamole pete Now 04 13:04:17 1593 45
Help I~ # Total Sales - 1999 maryn Jan 05 10:54:36 2000 16
- T Useful info maryn Jdan 12 16:58:23 2000 26
'l | >|

INFOVIEW document lists, and all the interfaces which permit you to view and act
on documents are displayed in this part of the browser window.

InfoView User’s Guide 37



Chapter 2 Getting Up And Running

The topbar

The topbar running across the top of the page changes according to the page’s
contents:

e If the page’s contents include a document list, the topbar is a contextual
toolbar containing links which allow you to upload documents, delete them,
search for them, or refresh the document list.

lﬁi?wvl'(éw Upload [z Delete Search for:— Refresh List Expand

e If a document is open, the topbar contains links allowing you to act on the
open document.

My InfoView € page_,.-‘nz Download Drill Refresh Edit Save Publish Send Delete ¢

* Otherwise, the topbar can simply be a graphical header.

The navigation bar

The navigation bar on the left side of the INFOVIEW page remains constant no
matter what page you open. The links it contains are determined by your user
profile which is set by your system administrator.

L
My InfoView

Corporate
Documents
Personal
Documents . . . . . . . .
nbox Tip: You can customize the navigation bar by inserting a picture at the top of it.
Documents For instructions on how to do this, see page 48.
Scheduled
Documents
Creat . . 7
Documents Depending on the access rights you've been accorded by the BUSINESSOBJECTS
supervisor, the navigation bar lets you access up to three different document
Search catalogs:

Options

e The Corporate Documents page

Logout e The Personal Documents page

e ¢ The Inbox Documents page

Depending on your user rights, Create Documents may appear in the navigation
bar. This option allows you to create documents in WEBINTELLIGENCE and /or
BUSINESSOBJECTS. Refer to “Selecting the type of documents you want to create”
on page 56 for information about setting the options for creating documents. The
navigation bar also gives you access to other INFOVIEW pages:

e The Welcome Page or My InfoView Page
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* The Search page
e The Options page
e The Help page

Note: For information about creating documents with WEBINTELLIGENCE, see the
printed Weblntelligence User’s Guide or the WEBINTELLIGENCE On-line User’s Help.
For information about creating a BUSINESSOBJECTS report, refer to the
BusinessObjects User’s Guide.
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Accessing Documents

40

IS

oo

You can access existing documents from document lists in the Corporate
Documents Page, Personal Documents Page, and /or Inbox Documents Page.

* To open any of these pages, just click its name in the navigation bar.

You can always access the Personal Documents and Inbox Documents pages. To
access the Corporate Documents page, however, you must have the right to read
atleast one corporate document. You have been granted these and all other rights
by your BUSINESSOBJECTS supervisor.

Document lists can include WEBINTELLIGENCE and BUSINESSOBJECTS documents,
as well as any other documents that have been uploaded to the system. You can
recognize each type of document by the icon preceding the document in the list.
Some examples of document types are:

Categaries: |All categaries 'I 15 available documents This list was last refreshed: Jan 25 14:17:56 2000
B |Name a From Date Size
¥ Accessories Revenue 02 james Jan 05 11:15:45 2000 16K
—1— B documentatian user Jan 25 14:08:07 2000 8003 K
——F'FT eFashion Analysis pete Moy 17 18:05:44 1999 ERS
™ ¥ Holiday Revenue 1999 Philip Jan 05 10:58:43 2000 40 K
— ' ralconvert maryn Jan 05 10:43:22 2000 18 K
——rﬂ Infoview User's Guide user Jan 25 14:18:01 2000 1640 K
m® Keyword List boss MNow 16 14:18:15 1999 13K
—— price tracking 2000 user Jan 25 14:17:56 2000 17K
™ ¥ Projected Sales - 1 2000 janis Jan 05 11:00:04 2000 41K
—— ¥ 04 sales with discount Philip Jan 05 10:57:11 2000 804 K
) 2ales Comparison-G3toQ4 jarmes Jan 05 11:14:35 2000 36 K
a. Zip file

b. BusinessObjects document
c. Microsoft Word document

d. Adobe Acrobat PDF file

e. Microsoft Excel spreadsheet
f. Weblntelligence document

These icons also let you perform the following operations on their corresponding
document:

e (lick on an icon to view the document’s attributes.

¢ Right-click an icon to open a contextual menu which provides you with a
variety of Web-related actions on the document.

e To view a document, just click its name in the document list.
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Note: For more information about document lists, see “Compact or expanded
document list display” in the next section, “Filtering document lists” on page 43,
and “Using the Quick Search facility” on page 43.

Compact or expanded document list display

You can display document lists in either Compact or Expanded mode by clicking
Compact or Expanded in the toolbar.

The default setting is Compact, which lets you see more document entries
without having to scroll. However, you can change the default setting for each
document list page in the Options page.

Compact mode

In Compact mode, each entry consists of a single line:

7 9 Annual Results Mov 16 15:53:39 1993 14 K
e CQuarterly Restauration Revenue Mov 16 15:55:33 1993 oK
I ¥ Resort Revenue Mav 16 15:54:35 1593 4 K
7™ SR1996 Mov 16 15:56:26 1598 5K

It includes:

¢ The document name

* The name of the document publisher (for corporate documents)
e The date the document was last published or updated

e The file size

Setting the sorting order in document lists

Use the bar at the top of the document list to set the order in which documents
are displayed.

Click the attribute you want to use as the sorting criterion, for example, name.
The first time you click an attribute, a white triangle pointing upward appears
next to the attribute, for ascending order.

If you click the same attribute again, the triangle points down, and the documents
are displayed in descending order.
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Deleting multiple documents

When you have the right to delete a document, a small box is displayed at the left
of its entry.

e To delete one or more documents, check this box for each document you want
to delete, then click Delete in the toolbar. For complete information, see
“Deleting Documents” on page 117.

Expanded mode

In Expanded mode, each document entry contains four lines:

¥ Q4 sales with discount (Dacument)
Description: 4 sales including post-Christmas discount.

Jan 05 08:57: 11 2000 - From: Philip - Docurment size: 804 K
Load into spresdshest Save Send to wsers Edit Delete Propedies

Line no.... Contains...

1 The document’s name. If it’s a corporate document, the
document domain in which the document is stored is displayed
in parentheses.

2 The document’s description, if it has been given one.

3 The time and date the document was last modified, the
document’s author (corporate documents only), and its size.

4 A series of links which let you perform actions on the document
without having to open it. These can include:

* Load its data into a .csv or other spreadsheet file such as
Microsoft Excel (for WEBINTELLIGENCE documents)

¢ Download it to a BUSINESSOBJECTS .rep file (for
BUSINESSOBJECTS documents)

* Save it as a personal document

¢ Send it to another INFOVIEW, WEBINTELLIGENCE or
BUSINESSOBJECTS user

e Edit the data in the document (depending on your user rights)

e Delete it

* View the document’s properties
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Filtering document lists

Over time, the document lists in your Corporate and Personal Documents pages
can include so many documents that the lists are no longer manageable--even in
Compact mode.

Documents can be assigned to filtering mechanisms called categories. You can
filter the documents in a list to display a more selective subset of documents by
selecting a category from the Categories drop-down list at the top of the
Corporate or Personal Documents page. INFOVIEW instantly filters the list to
display the documents in the selected category only.

For example, when you select Marketing in the Categories list box, only
documents that were assigned to the Marketing category when they were
published are listed. This makes the list of documents shorter, more manageable
and more pertinent.

By default, the attribute All Categories is selected. This means that the entire list
is displayed.

If you have the appropriate rights, the word Categories is blue and underlined,
indicating a hypertext link. If you click on this link, the Category Management
page is displayed, where you can create, update and delete categories.

For complete information about categories, see “Using Document Categories” on
page 96.

Using the Quick Search facility
If you're having trouble finding a document on a page, you can use the Search for
feature in the INFOVIEW toolbar to search for that document.
To do a quick search:
1. Enter part or all of the document name in the entry box.
2. Press Enter.
The list of documents corresponding to your search criterion is displayed.
To return to your original document list, click the Back button in your browser.

INFOVIEW also provides you with a more sophisticated search tool on the Search
page. See also “Searching for Documents” on page 71 for information on more
powerful document searches.

Tip: If you find yourself using the Quick Search facility often, it may be time to
start assigning your documents to categories so that you can filter your document
lists.
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Note: You can also search for documents by extension, for example, .doc or .txt.
This type of search is only available for non-BUSINESSOBJECTS documents.

The Corporate Documents Page

44

Corporate documents are documents that have been saved to a document domain
in the corporate repository and made accessible to workgroups within your
corporation or organization.

To access the list of corporate documents you're allowed to read, click Corporate
Documents in the navigation bar.

|I‘\V:ICIEWVIWE:W Upload m'i Delete Search for:_ Refresh List Expand
Welcome
Categories IA” categonies ¥| 15 available documents This list was last refreshed: Jan 25 14:17:56 2000.
Corporate B [Name a From Date Size
Documents
Personal I ¥ Accessories Revenue G2 James Jan 06 11:15:46 2000 16 K
Documents & documentation uger Jan 25 14:08:07 2000 8003 K
Inbox 1™ eFashion Analysis pete Mov 17 18:05:44 1999 LELS
Documents r L) Holiday Revenue 1339 Philip Jan 05 10:65:43 2000 40 K
Scheduled [l T bimlconvert maryn Jan 05 10:43:22 2000 18 K
Documents Iy R e user Jan 25 14:16:01 2000 1640 K
Create [l pwinrd List boss Mov 16 14:18:15 1999 13 K
Rasitdl ¥ vics tracking 2000 user Jan 25 14:17:56 2000 17 K
¥ Projected Sales - @1 2000 janis Jan 05 11:00:04 2000 41 K
Search rﬁ Q4 sales with discount Philip Jan 05 10:67:11 2000 804 K
Options r ¥ cales Caomparison-Ci3tali4 james Jan 05 11:14:38 2000 36 K
7 ¥ Tips released on InfaCenter bass Mov 08 18:26:47 1999 18 K
Logout ™ TinsExample pete Mov 04 13:04:17 1999 15K
Help r ¥ Total Sales - 1999 maryn Jan 05 10:54:35 2000 16 K
r % seful info maryn Jan 12 16:58:23 2000 26 K

By default, all the documents for which you have read rights are displayed. These
rights, as well as the actions you can take on these documents, are determined by
the BUSINESSOBJECTS supervisor.

If this document list becomes overly long and unwieldy, you can make it easier
to manage and understand if you display only a subset of all these documents.
See “Filtering document lists” on page 43.
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The Personal Documents Page

Personal documents are documents you have saved for your personal use. They
can be documents you have created, corporate documents of which you have
saved a personal copy, or documents sent to you by other users that you've
saved.

To access the list of your personal documents, click Personal Documents in the
navigation bar.

A N GENC .
|“EWV|IM upoat  (ZAnetete  search for: [ | | | A oo

My InfoView
Persanal Categories: IA” calegories 'l 3 available documents
Corporate K |[Name & Date Size
Documents
Personal - ED gocumentation Jan 25 14:08:07 2000 8003 kK
Documents [ "1 eFashion Analysis Nev 17 18:05:44 1999 M9 K
O % Holiday Revenue 1999 Jan 0 10:56:-43 2000 40 K
Documents % himlconvert Jan 06 10:43:22 2000 19 K

By default, all the documents in your Personal Document storage area are
displayed. If there are too many documents, however, you can make this list
easier to manage and understand if you display only a subset of the documents.
See “Filtering document lists” on page 43.

The Inbox Documents Page

Your Inbox Documents page contains documents that other people have created
and mailed to you.

If you have documents waiting in your Inbox Documents page when you log in,
the envelope outline next to the Inbox Documents link in the navigation bar
changes to a yellow envelope.

Your inbox contains no new | Someone has sent you a document
documents. that you haven't yet read.

Inbox = Inbox
Documents Documents
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To access the list of documents in your inbox, click the Inbox Documents link.

Wy InfoView 2 available documents This list was last refreshed: Jan 05 15:12:24 2000.

B |Name a From Date

Corporate

Documents
personal ™ eFashion Analysis pate Moy 17 18:06:11 1998 119 K]
[LPVbroal |~ SO Total Sales - 1990 maryn Jan 05 15:11:41 2000 16 K

2 Inbox

Documents

Documents that you have not read are flagged with envelope icons (see image
above).

The envelope does not change to indicate that you have received a new document
in your Inbox while you are logged in. To see any documents that you receive
while you are logged in, you must refresh the Inbox Documents list.

Tip: INFOVIEW does not automatically clear your inbox of documents you've read.
To prevent this page from becoming cluttered you should immediately delete the
documents that you are done with.

Act on the remaining documents as soon as possible, by downloading, saving,
publishing, or sending them, then delete them from the inbox.
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Customizing InfoView

INFOVIEW allows you to customize your account so that it is tailored to your

needs.

The Options page has six sections containing settings that allow you determine
what types of documents you create, how you view documents, and the
appearance of your INFOVIEW account. The options available to you depend on
the user rights given to you by the supervisor.

The Options page looks like this:

» Personal Options
Document Lists

Create and Edit Documents

View Documents = Universe Password

Personalized Picture

INDne
The picture will he maized t TS,

To include an image in the upper left cormer of your browser's
window, enter the URL for the image in the box

Test

Default Start Page
Select the page you want displayed whenever you
open Info'view.

@ ielcome page

 Corporate Documents page

' Personal Documents page

© Inbox Documents page

My Infoview custamize your Start Page

Feset This Form

Apply All Changes

e Start Page

Lets you specify your INFOVIEW start page and insert a picture at the top of the
navigation bar.

* Document Lists lets you:

* Set whether document lists are displayed in Compact or Expanded format.

* Specify a document category to be used as default filtering criterion.

* Specify when to refresh the list (Corporate and Inbox Documents lists

only).

e Create and Edit Documents

Lets you choose what type of documents you want to create,
WEBINTELLIGENCE or BUSINESSOBJECTS, and what form of the Web Panel you
use to create and edit WEBINTELLIGENCE documents.

e View Documents

Lets you specify in which format you view BUSINESSOBJECTS documents.

e Universe

Lets you specify how you view the list of available universes and how often
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the list is refreshed.
e Password

Lets you change your INFOVIEW / WEBINTELLIGENCE / BUSINESSOBJECTS
password.

Setting a picture

You can configure INFOVIEW to display a picture at the top of the navigation bar.

WEBINTELLIGENC
INE*'VIEW

Categaries: IAII categories 'l
r®

Welcome r 1-—.*] AddDac

- ™ Annual

rEa
~ ¥ Country1

Corporate

This picture should be a .gif, .jpg or .jpeg image 70 pixels wide by 95 pixels high.
If it isn’t, the browser forces the picture to those dimensions, resulting in a
distorted picture.

You can put your picture on an available HTTP server then use that server’s URL.
In some cases it might be easier to have the picture file on your own computer.
The URL could appear in one of the following formats:

e file://<Drive Name>/<FilePathAndName>

e http://<Server Name>/<FilePathAndName>

For example, a valid URL might be file://C:/Windows/Myself.gif
To define the picture to be displayed in your INFOVIEW:

1. Click Options in the navigation bar.
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Customizing InfoView

Document Lists Create and Edit Documents

» Personal Options

View Documents  Universe Password

Personalized Picture

Toinclude an image in the upper left comer of your browser's
window, enter the URL far the image in the box

|Nnne Test

The picture will be resized to 70095..

Default Start Page

Select the page you want displayed whenever you
open Info'view

& Welcome page

€ Corporate Documents page

© Personal Documents page

© Inbox Documents page

© My Infoview customize your Start Page

Feset This Form | Apply All Changes |

2. Inthe Start Page options, type your picture’s URL in the Personalized Picture/

URL Location box.

» Personal Options

Start Page Document Lists Create Documents

Personalized Picture
To include an image in the upper left comer of your browser's
window, enter the URL for the image in the box.

Is BN JserDocs\Efashion. JPG  Test |
The pickure will e maized fo Fok9S5..

3. Click the Test button.

This makes sure that the picture is at a valid URL that can be reached by your

browser and INFOVIEW.

4. Your browser displays the picture at the top of the navigation bar. Click the
Apply All Changes to save your changes.
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Setting your Start Page
Once you have logged in to INFOVIEW, your start page opens automatically. By
default, this is the Welcome page.

You can set the default start page to display the Welcome, Corporate Documents,
Personal Documents, Inbox Documents page, or My InfoView.

To specify your default start page:
1. Click Options in the navigation bar.
The Options page is displayed.

2. Inthe Default Start Page section of the Start Page options, select the page you
want to be your start page.

ints View Documents  Universe Password

Default Start Page

Select the page you want displayed whenever you
open Infoiew.

& Welcome page

' Corporate Documents page
' Personal Documents page
' Inbox Documents page

' My Infoview customize your Start Page

3. Click Apply All Changes to save your changes.

Note: If you selected My Infoview as your start page, refer to “Configuring My
InfoView” on page 50 for information on how to set up My InfoView.

The next time you launch INFOVIEW, it will automatically open to the selected
page.

Configuring My InfoView

The My InfoView start page allows you to divide your browser window into
several panes. This allows you to view important information from different
sources at the same time in your browser window. You can display up to four
panes at once, each pane containing one of the following:

e Inbox Documents list
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* Corporate Documents list

e Corporate document

* Personal Documents list

* Personal document

° Web page

To configure your My InfoView:

1. Click Options in the navigation bar.

2. Inthe Default Start Page section of the Start Page options, select My InfoView
to be your start page.

3. Click Customize your Start Page.

nts View Documents  Universe Password

Default Start Page

Select the page you want displayed whenever you
open Infoiew.

& Welcome page

' Corporate Documents page
' Personal Documents page
' Inbox Documents page

' My Infoview customize your Start Page

L Click here

The My InfoView Layout page appears.

» My Infoview Layout

Choose the layout of your My Infoview statup page
‘= TH ‘Hl ‘=

Back to Options | Next)l

4. Select the number of panes you want to display.

5. Click Next.
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The Block 1 options appear. This is where to set what you want to appear in
the first pane.

» My Infoview Contents
Block 1 Block Type : |Inbox List A

T Edit Sort by : |Name Ascending 'I
i

List Format: & Cornpact with details
© Campact with name only
© Expanded

I Refresh before showing

Cancel | Apply All Changes | Mext > |

6. Select the options you want to apply.

For descriptions of Block Types and options, see “Block Type Options” on
page 52.

7. Click Next to proceed to the next pane, or click one of the Edit links to edit
another pane.

» My Infoview Contents
Block 1 Block Type : |¥eh Fage vl

Edit

— | Edit URL Location : |hitp:;/iwwyahoo.com
a. ——Edit I £ Y

Cancel | Apply All Changes | Mext » I b.

a. Click here to edit a particular pane.
b. Click here to edit the next pane.

8. When you have configured each pane, select Apply All Changes.

Block Type Options
When you are configuring My InfoView, you can choose from among the
following options:

* Inbox List - displays the documents you have received from other users in
your Inbox

e Corporate List - displays the documents in the Corporate Documents

e Corporate Document - displays a particular document from the Corporate
Documents list

* Personal List - displays the documents you have saved to your Personal
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Documents list

e Personal Document - displays a particular document from your Personal

Documents list
* Web Page - displays a web page
Each of these block types has different options you can set:

Inbox List
The Inbox List block type allows you to display the Inbox Documents list in a
pane:
» My Infoview Contents
Block 1 Block Type : |Inbox List vl
Edit
T Edit Sort by : |Mame Ascending 'I
Edit
List Format: & Compact with details
€ Compact with name only
© Expanded
[T Refresh before showing
Cancel | Apply All Changes | et » |

e Sort by - choose the order the documents appear in the list

e List Format - choose how the documents are displayed

* Refresh before showing - refreshes the document list each time you view My

InfoView

Corporate List

The Corporate list block type allows you to display the Corporate Documents list

in a pane:

» My Infoview Contents
Block 1 Block Type : | Corporate List -

Edit —— Category : |All categaries 'I
Sort by : |[Name Ascending x

List Format : & Camnpact with details
© Compact with name only
© Expanded

T Refresh before showing

Cancel | Apply All Changes | Mext > |

* Sort by - choose the order the documents appear in the list
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* Category - choose the corporate category you want to display

e List Format - choose how the documents are displayed

* Refresh before showing - refreshes the document list each time you view My

InfoView

Corporate Document

The Corporate Document block type allows you to display a document from the

Corporate Documents list in a pane.

» My Infoview Contents
Block 1 Block Type : | Corporate Document >

Edit
Edit

Edit T Document Name : | j

[T Refresh before showing

Cancel | Apply All Changes | hext > |

* Document Name - enter the name of the document you want to display

* Refresh before showing - refresh the document each time it is displayed

Personal List

The Personal List block type allows you to display the Personal Documents list in

a pane:

» My Infoview Contents
Block 1 Block Type : |Persanal List -

Edit
Edit

Edit T Category : |All categaries *
Sort by : [Name Ascending =

List Format: & Carnpact with details
© Compact with name only
© Expanded

Cancel | Apply All Changes | hext > |

* Sort by - choose the order the documents appear in the list
* Category - choose the corporate category you want to display

e List Format - choose how the documents are displayed

* Refresh before showing - refreshes the document list each time you view My

InfoView
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Personal Document

The Personal Document block type allows you to display a document from the
Personal Documents list in a pane.

» My Infoview Contents
Block 1 Block Type : |Personal Document | ¥

Edit
Edit

Edit T Document Name : [JRaEIREE R EER

[ Refresh before shawing

Cancel | Apply All Changes | MNext > |

* Document Name - enter the name of the document you want to display

* Refresh before showing - refreshes the document each time it is displayed

Web Page

The Web Page block type allows you to display any web page. Simply enter the
URL in the URL Location text box.

» My Infoview Contents
Block 1 Block Type :IWeb Fage A

Edit
Edit ——  URL Location :I
Edit

Cancel Apply All Changes | hext >

Note: For detailed descriptions of each List Format, see “Compact or expanded
document list display” on page 41.

Changing the document list display

The Corporate, Personal, and Inbox Documents page document lists can be
displayed in Compact or Expanded form. The biggest difference is that Compact
mode lets you see more document names at a glance, but the Expanded version
includes documents’ descriptions if they have them, as well as links that let you
perform actions on documents directly from the list.

By default, the Personal Documents list is refreshed automatically each time you
visit that page. For the Corporate and Inbox Documents pages, however, you can
decide when the document list is refreshed.
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You can also specify a document category to be used as default filtering criterion
in the Corporate and Personal Documents pages.

To determine document list display:
1. Click Options in the navigation bar.
The Options page is displayed.

2. Click the Document Lists link.
The Document List options page opens. By default all lists appear in Compact

format.
» Personal Options
Start Page Create and Edit Documents View Documents Universe  Password

Corporate Document list

List Format Default Categor Refresh the List

I Expanded All categories 'I Manually anly 'I
Personal Document list

List Format Default Personal Category

I Expanded All categaries =

Inbox Document list

List Farmat Refresh the List
¥ Expanded Once peruser session *
Reset This Forn | Apply All Changes |

3. Toview the Corporate, Personal or Inbox Documents list in Expanded format,
check Expanded under the corresponding list.

4. For the Corporate and Personal Documents pages, you can select a category
to serve as the default filtering criterion for each page. This means that when
you open each of these pages, only the documents in the specified category
will be displayed in the document list.

By default, All categories, or the category set by the supervisor for your user
profile, is selected.

5. For the Corporate and Inbox Documents page, select a refresh option.

6. When you are finished, click Apply All Changes.

Selecting the type of documents you want to create

Depending on your user rights, you may have the option to create and edit
documents in WEBINTELLIGENCE or BUSINESSOBJECTS. If you choose to create
documents in WEBINTELLIGENCE you can choose from several Web Panels.
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To create Weblintelligence documents
1. Click Options in the Navigation bar.

The Options page opens.
2. Click the Create and Edit Documents link.

Start Page  Document Lists Create and Edit Documents View Documents  Universe Password

Choose what type of document you want to create. For Weblntelligence, you can choose from several web panels.
@ VWeblntelligence

' BuginessObjects (Windows NT 4.0, or later versions)

Choose the type of YWeb Panel you want to use to create and edit Weblinteligence documents. For descriptions of each Web
Panel option, refer to the Yeblntelligence Online User's Help.

O Full Java applet

C Light Java applet

© ActiveX cantrol

@ Optimized for my browser

Feset This Form | Apply All Changes |

3. Select Weblntelligence from the options for the type of document you want to
create.

4. Select the Web Panel you want to use to create WeblIntelligence documents.
e Full Java applet

e Light Java applet
* ActiveX control
* Optimized for browser

5. When you are done, click the Apply All Changes button.

Note: For information about creating and editing WeblIntelligence documents, or

a complete description of Web Panel options, refer to the Weblntelligence User’s
Guide or WEBINTELLIGENCE On-line Help.
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To create BusinessObjects documents
1. Click Options in the Navigation bar.
The Options page is displayed.

2. Click the Create and Edit Documents link.
Start Page  Document Lists Create and Edit Documents View Documents  Universe  Password

Choose what type of document you want to create. For Weblntelligence, you can choose from several web panels.
& \Weblntelligence

' BusinessOhjects (Windows NT 4.0, or later versions)

Choose the type of Web Panel you want to use to create and edit Weblntelligence documents. For descriptions of each YWeb
Fanel option, refer to the Weblntelligence Online User's Help.

€ Full Java applet

€ Light Java applet

€ ActiveX control

& Optimized far my browser

Reset This Form | Apply All Changes |

3. Select BusinessObjects from the options for the type of document you want to
create.

4. When you are done, click the Apply All Changes button.

Note: The first time you view a document with BUSINESSOBJECTS, you must follow
a short installation procedure. For instructions on installing BUSINESSOBJECTS,
refer to “Viewing BusinessObjects documents in InfoView” on page 74. For
information about creating and editing documents in BUSINESSOBJECTS, refer to
the BusinessObjects User’s Guide.

Selecting how you want to view BusinessObjects documents

You can specify whether you want to view BUSINESSOBJECTS documents with
WEBINTELLIGENCE or with BUSINESSOBJECTS. If you do not have the right to view
BUSINESSOBJECTS documents in BUSINESSOBJECTS, the option is greyed.

If you choose to view BUSINESSOBJECTS documents with WEBINTELLIGENCE, you
may choose how the document appears in your browser by selecting one of the
following viewing formats.

e Standard HTML format
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* Lets you view BUSINESSOBJECTS documents exactly as they appear in the
BUSINESSOBJECTS product. For example, you can navigate through the
document by sections and zoom into the document.

e Unlike HTML format, allows WYSIWYG (What You See Is What You Get)
printing.
e PDF Acrobat Reader

Allows you to view documents using Adobe Acrobat Reader. You must have
Adobe Acrobat Reader installed on your machine to view files in this format.

¢ Optimized for my browser
This selection uses the viewing format best suited for your browser. Enhanced
document format for Internet Explorer and Standard HTML for Netscape.

Note: If you choose to view documents in Enhanced document format with a
Netscape browser, you must install a plugin. If you do not have the plugin, you
will be prompted to install it the first time you attempt to open a document.

For more detailed information about the different viewing options, see “Viewing
Documents” on page 73.

To select a format for viewing BusinessObjects documents:

1. Click Options in the navigation bar.
The Options page is displayed.
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2. Click the View Documents link.

» Personal Options

Start Page Document Lists Create and Edit Documents VTN Universe  Password

BusinessObjects documents can be viewed with BusinessObjects or in a browser with Info'view.
For descriptions of Infoliew options, see the Infoview Online User's Help.

Note: This option is for BusinessObjects documents only (1)
Weblntelligence documents abways appear in HTML (ﬁ]

View BusinessObjects documents ﬁ) with:

@ Infatview
Select one of the following format options:
€ Standard HTHL format
€ Enhanced document farmat
C PDF Acrobat Reader
@ Qptirnized for my browser
€ BusinessOhjects (Windows NT 4.0, ar later versions)

Reset This Form | Apply All Changes |

3. Select how you want to view BUSINESSOBJECTS documents:
* InfoView

* BusinessObjects

4. If you choose to view BUSINESSOBJECTS documents with INFOVIEW, you may

select on the following viewing formats:

Standard HTML format
Enhanced document format
PDF Acrobat Reader
Optimized for browser

5. When you are done, click Apply All Changes.

Note: If you select to view BUSINESSOBJECTS documents in BUSINESSOBJECTS, you
must initially follow a short installation procedure. For instructions on installing
BUSINESSOBJECTS through the InfoView portal, refer to “Viewing BusinessObjects

documents in BusinessObjects” on page 80.
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Changing your password

Your initial INFOVIEW password is created by the BUSINESSOBJECTS supervisor
who defined your user profile. Once you have logged into INFOVIEW for the first
time, however, you can change your password to one of your choice if you have
the user right to do so.

When you change your password, it changes for BUSINESSOBJECTS as well.

To change your password:
1. Click Options in the navigation bar.
The Options page opens.

2. Click the Password link.
The Password page appears.

» Change Password

Start Page Document Lists Create Documents Wiew Documents Universe

Old Password I
Mew Password I
Confirm Mew Password I

Change Passwaord

3. In the Change Password section:
e Type your current password in the Old Password box.
e Type your new password in the New Password box. This is case-sensitive.
e Confirm the new password by typing it again in the Confirm New
Password box.

4. Click the Change Password button.

The next time you log in to INFOVIEW, you will need to use the new password.

Switching to a different language

INFOVIEW is available in different languages. The languages that you can work
with depend on the licenses your company or organization purchased. The
Deployment Guide provides a list of supported languages.

Only WEBINTELLIGENCE administrators can change the language that you work in
with INFOVIEW. The WeblIntelligence System Administrator’s Guide provides
information on how to do this.
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Using a different language for enhanced document format

If you have been viewing BUSINESSOBJECTS documents in enhanced document
format, you will have downloaded the document viewer from INFOVIEW to your
desktop. So, even if your administrator has switched INFOVIEW to a different
language, the language of the document viewer will remain, because it resides on
your desktop, not on the server.

The only way to change the language of the viewer is to:
* Have your administrator switch to a different language on the server side
* Delete the file corresponding to the viewer that you are currently using

* View a document in the new language; doing so automatically downloads the
viewer in the new language to your desktop from the server.

Here’s the step-by-step procedure:
1. Have your administrator switch to a different language on the server side.
2. Open Windows Explorer, or equivalent on other operating systems.

3. Delete the appropriate file depending on the browser you use:

Using... Search for then delete...
Internet Explorer RptViewerAX.dll
Netscape NPaxvnet.dll

4. Log in to INFOVIEW, which has been changed by your administrator.
5. In INFOVIEW, open a BUSINESSOBJECTS document.

Troubleshooting: what to do if you can’t find RptViewerAX.dll

Internet Explorer users should delete the file named RptViewerAX.dIL If you
can’t find this file on your system, use your operating system to search for
RptViewerAX Class.

When you locate RptViewerAX Class, delete it. If you are using Windows:
1. Search for the file, RptViewerAX Class, using Windows Explorer.
2. Right click RptViewerAX Class.

3. Select Delete from the pop-up menu that appears.
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Getting Help

INFOVIEW provides you with two kinds of on-line help:
e The Interface Reference
* The On-line User Help

The Interface Reference

The Interface Reference is your guide to every page and dialog box in the
INFOVIEW interface. As you use INFOVIEW, you can obtain contextual help for the
interface element you are currently using simply by clicking Help in the
navigation bar.

A new browser window opens, with a modified navigation bar and toolbar, and
a description of the interface element you are using in the contents area of the

page.
lﬁ(ﬁwTVi(E(W Interface Reference On-Line User's Help
Available = st
UI‘I‘I"V;]’SES O O
BCA
Console
e | Corporate Documents Page
Management
Documents)
Delets This page containg a list of all the docurments In the corporate repository that you
b . have the right to view, Corporate documents are documents that have been
Proserties published and made accessible to groups of users within your corporation or
perties X :
organization. See .
Document
Results To view any document in the list, just click its name.
Help
Inbox When this document list is in mode, the last line in the docurment's =
Documents entry contains links which permit you to do the following without even opening the
Logout document
Options « If the document was created using WebTIntelligence, the document's
o Pe’“";' data into a spreadsheet such as Microsoft Excel
ocument « If the document was created using BusinessObjects, the document
Publish as a .rep file
299. - the document for your own uge e g personal docurment, =

You will also find hypertext links to relevant sections in the On-line User Help.
From this page, you can:

* Jump to other topics in the Interface Reference by clicking their names in the
navigation bar
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* Access the on-line user documentation by clicking On-line User’s Help in the

toolbar

When the User’s Help is open, the navigation bar changes to display links to

its major topics.

To return to INFOVIEW, either close the browser containing the Help window, or

give the focus to the browser window running INFOVIEW.

The On-line User Help

The INFOVIEW On-line User Help provides you with a detailed description of
both INFOVIEW and the concepts behind it, as well as complete instructions for
using the product, every step of the way. You can also open a PDF version of the

InfoView User’s Guide as well as other related documentation.

To access the INFOVIEW On-line User’s Help:

1. Do one of the following:

e From the InfoView login page, click the User Help link (either the text or

the Help! image).

e From the Welcome page, click the User Help link (either the text or the

Help! image).

e From the Interface Reference, click On-line User’s Help in the toolbar.

The InfoView /Weblntelligence On-line User’s Help page is displayed.

More Tips
and Samples

Error Messages

|3
Weblntelligence
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lﬁi?wvréw Interface Reference On-Line User's Help

Ge

InfoView/WeblIntelligence On-line User's
Help

welcome to the On-line User's Help!

It describes the various concepts, tasks, and procedures required to
use the Infoview/WebIntelligence system. It includes an overview of
what the systerm does, a complete description of its principal
components, and procedures for obtaining the documents you neead,
easily and reliably.

The describes how to access the
document lists that constitute your corporate information capital, and
how to manage and distribute documents.
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Click either the InfoView link in the navigation bar to the left, or the InfoView On-
line User’s Help link in the page contents. The InfoView On-line User’s Help
overview opens.

lﬁiEwTViEW Interface Reference On-Line User's Help

o ) i

InfoView On-line User's Help

Introduction

Getting Up
and Running
Welcome to the Infoview On-line User's Halp!

Managing
Documents ' N
It describes how to access the document lists that form your personal

Publishing, gateway to your corporate data storage. It also tells you how to:
Sending and

Schedul . .

Doctment « Manage the documents in those lists
« Save documents for your own personal use

Trouble- « Distribute documents by sending them to other users or

shooting publishing them to the corporate repository
Quick Tour « Automate the distribution of documents by scheduling them with

Broadcast Agent

Index

7 5 Each major section of this On-line Help is displayed in the navigation

This page provides overall information about the on-line documentation. You
can also access a particular topic by clicking its name, under InfoView in the
navigation bar to the left.

Tip: You can expand or collapse the INFOVIEW Help links in the navigation bar
simply by clicking the underlined InfoView link again.

Notice that the navigation bar also contains links to the WEBINTELLIGENCE Help.
To expand this section of the navigation bar and display an overview of the
WEBINTELLIGENCE On-line User’s Help, click the underlined WeblIntelligence
link.
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The Multimedia Quick Tour

This multimedia presentation gives you a step-by-step tour of the basic functions
of INFOVIEW to help you get started. To access it, click the Quick Tour link on the
navigation bar. The Quick Tour appears in a separate browser window:

WEBINTEL IGENC) .
lNF' VIEW Interface Reference On-Line User's Help
=

Menu

Weblntelligence InfoView QuickTo

Error Messages| Webintelligence InfoView is the gateway to your Corporate MNarrow down the
information. You can access all of the documents in your document list so you can
corporate data storage using your corporate intranet, extranet, find the document you are
or the world wide web. looking for more easily.

Introduction Accessing Information About Your Business

Getting Up

and Running nding the Information You Need

Managing ow Has Your Product Line Performed
Documents

Publishing,
Sending and
Scheduling
Documents

Trouble-
shooting

Quick To

To return to INFOVIEW, either close the browser containing the Help window, or
give the focus to the browser window running InfoView.
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Logging Out Of InfoView

When you are done using INFOVIEW, log out of the product instead of just closing
your browser. This helps INFOVIEW system administrators keep track of which
users are logged into the system and active at any given time. This allows them
to configure the system to handle transaction loads most efficiently.

Logging out is easy. If you're inactive longer than the maximum time period
defined by your administrator, INFOVIEW logs you out automatically. You can
also actively log out at any time.

To log out of INFOVIEW:
1. Click Logout in the Welcome Page, or click the Logout button on the
navigation bar.

The Logout page opens.

Do you really want to log out? es | Mo |
2. Click Yes.
If you decide you don’t want to log out after all, do any of the following:
e Click No.

* Return to the previous HTML page you viewed by clicking the browser’s Back
or Previous button.

* Go to any other part of INFOVIEW by clicking a link in the navigation bar.
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Searching for Documents

INFOVIEW manages a large number of documents. To make it easy to find the
document you need, you can search for documents based on the document’s
name, author name, keywords, and date of last modification using the Search
page. You can even combine one, two, or all of these search criteria—document
name, author name, and date modified—to search through a narrower array of
documents.

The only thing you cannot combine is storage areas. That is, you cannot search
through the corporate documents in the repository and your personal documents
stored on the INFOVIEW server at the same time.

Note: If you remember at least part of the document’s name, as well as the
document list it belongs to, it’s probably quicker to do a Quick Search. See
page 43.

To search for one or more documents:

1. Click Search in the navigation bar.

The search page is displayed.

» Search for document(s)

Search in: & Corporate Documents page

' Personal Documents page
' Inbax Documents page

Doc t name contai |

Author name contains:l

Keywords: |

Date between: [MM | /[DD | /[""vv  and [MM | /[DD | ffvey

Order by: & Document name
' Author name
' Document size
' Dacument type

Search |

2. Select which area you want to search: Corporate Documents, Personal
Documents, or Inbox Documents.
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8.

If you want to search by document name, enter some part or all of the name
you want to search for in the Document name contains box.

You don’t have to enter the entire document name. For example, if you want
to search for a document entitled “Revenue by quarter and sales district,” just
enter the word “Revenue.” If you use too common a word, the search may
take a long time, or return too many document names to be useful.

If you want to search by document author, enter some or all of the name you
want to search for in the Author name contains box.

You can launch a search either by entering the author’s entire name, or a
partial name. Again, avoid using common names to prevent time-consuming
searches and long document lists.

If you want to search by keyword, you can enter keywords that may be
associated with the document that you are looking for. Note: The search by
keyword is a character search. It returns all documents related to the letters
you entered.

You can also specify a range of dates within which the document was last
modified by entering the starting and ending dates in the boxes (Month/Day/
Year). Only documents that were last modified on or between those two dates
are returned as a result of the search.

Note that the creation, first publication, or first saved dates are not taken into
account in this search. The only date that is matched is the date the document
was last saved to the selected storage area.

In the Order by area, select the criterion you want to use for sorting the search
results.

Click the Search button to begin the search.

Once the search engine returns a list of matching documents, you can view any
of them by clicking the document’s name in the list.

Note: You can also search for documents by extension, for example, .doc or .txt.
This type of search is only available for non-BUSINESSOBJECTS documents.
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Viewing Documents

To view an existing WEBINTELLIGENCE or BUSINESSOBJECTS document, or any
document uploaded from another source, just click its name in any INFOVIEW
document list.

The document appears in the Document Results page in your browser.

Download Drill Edit Save Send <

Germany

$35,900

If the document you want to open was created in WEBINTELLIGENCE or
BUSINESSOBJECTS, it may contain a user prompt, however, a dialog box appears
instead, prompting you for information. Refer to “Viewing or Refreshing
Documents with Prompts” on page 90 for more detailed information.

The document above is an example of a WEBINTELLIGENCE document. All
WEBINTELLIGENCE documents are in HTML format.

You can choose to view BUSINESSOBJECTS documents, however, in either
BUSINESSOBJECTS or WEBINTELLIGENCE, depending on your user rights.
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Note: When you view a BUSINESSOBJECTS document in WEBINTELLIGENCE, you
can choose to view it in standard HTML format, or in enhanced document
format. All of the viewing formats are compatible with the new Euro currency
format, but to be able to use this feature, you must be using a recent version of
windows or an older version equipped with the appropriate patch.

If you encounter problems viewing or editing reports that contain Object Linking
and Embedding (OLE 2) objects. This may be because the report has been shared
via Enterprise Server products installed on UNIX or your current session has
been opened from Enterprise Server products installed on UNIX. You should
contact your WEBINTELLIGENCE or BROADCAST AGENT administrator.

To insert a logo or other image in a report and share the report via Enterprise
Server products installed on UNIX, you should save the image as a bitmap
(.bmp). You can do this in Microsoft Paint or a similar application.

Viewing BusinessObjects documents in InfoView

You can view BUSINESSOBJECTS documents either as standard HTML documents,
in Acrobat PDF format, or in a special enhanced document format. You indicate
which format you want to use in the Options page (see “Selecting how you want
to view BusinessObjects documents” on page 58).

There is a substantial difference in how the same document looks -- and prints --
depending on the option you choose:

e “Viewing BusinessObjects documents in HTML format” on page 75
¢ “Viewing BusinessObjects documents in enhanced format” on page 76
* “Viewing BusinessObjects documents in PDF Acrobat Reader” on page 78

Once the document is open in the Document Results page, you can perform a
slightly different set of actions on the document than on a WEBINTELLIGENCE
document. See page 79.

Note: If a BUSINESSOBJECTS document has a macro attached which makes calls to
external files or applications, you must have these installed on your machine.
Likewise, if you have installed a BUSINESSOBJECTS add-in, you must have any files
which the add-in calls installed. If external files such as these are not installed
locally, then you may not be able to refresh certain documents. For more
information on working with macros and add-ins, see the BusinessObjects SDK
Reference Guide
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Viewing Documents

When you open a BUSINESSOBJECTS document in standard HTML format, the
BUSINESSOBJECTS tabs are converted into hyperlink text, which appear at the
bottom of the screen. You can click to view individual reports within the file.

| 1999|

January F1,003 541 F1,200,000

February FE30,073

March F1,027 085 F1.0m.000

April Fas5 260 Fe00,000

hay FaEs5 615

June Fa17 818 F&O0,000
Huly F525 904

August F173 756 F400.000

September FEES, 181

October FB55,206 Fa00.000

Movember Faa4 024 Fo Sales  revenus
December FE49 350 & 88 813 838 28 8 38 8 8

| 2000]

Revenue per Month Revenue per Month {1) Report1 Report1 (1)

You can view documents easily and rapidly in HTML format, however, HTML
has various printing restrictions -- which means that when you print the
document, you may find certain document elements missing from the printout.

Note: With WEBINTELLIGENCE and INFOVIEW you cannot launch the same session
in multiple browser windows. To open several windows simutaneously run a
second browser and re-login.
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Viewing BusinessObjects documents in enhanced format

When you open a document in enhanced format, it looks as if it has been opened
in BUSINESSOBJECTS:

T EEE e (DS 0« E» ]
-4y FB0 =
Y8 Fevenue by Region
A (-4, Yearly Variance
Selected report || Dty Yariarce

-8y Color Sold

sl 2 LA B

1 »

You see the same formatting as in BUSINESSOBJECTS, including page headers and
footers which you don’t see in HTML documents. And you can take advantage
of BUSINESSOBJECTS navigation and zooming features.

Fonts that are unavailable with HTML are perfectly rendered in this format.

Enhanced format also brings you WYSIWYG (What You See Is What You Get)
printing.
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When you view documents in enhanced format, the viewer toolbar provides
additional features for viewing, browsing and printing documents:

EEE@mElea D&l «&»m

b ¢ d e f g h i j k | m

a. Show/Hide Sections Tree

Lets you show or hide the navigation window on the left of the document.
This window lets you jump from section to section on the document.
b. Normal Size

Displays the document in the display window.

c. Fitto Window

Makes the document fit the display window

d. Fit Width to Window

Widens the document to the width of the window.

e. Panning

Lets you push the document up or down using a hand-shaped cursor.
f.Zooming

Lets you zoom in or out by clicking the document.

g. Page Setup

Lets you select margin size, paper size and document orientation.
h. Print

Lets you set print options and prints the document.

i.Beginning

Sends you to the first page of the document.

j. Previous

Displays the previous page of the document.

k. Go to Page

Lets you select the page you want to navigate.

I. Next

Displays the next page of the document.

m. End

Displays the last page of the document.

Viewing enhanced format documents using Netscape

To view BUSINESSOBJECTS documents in enhanced format with a Netscape
browser, you need to define BUSINESSOBJECTS as an external helper application.
To do this:

1. Choose Options / General Preferences in Netscape Editor.

2. Define BusinessObjects as a helper application in the Helpers tab.
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Selected report

Viewing BusinessObjects documents in PDF Acrobat Reader

You must have Adobe Acrobat Reader installed on your machine in order to view
PDF documents in the INFOVIEW window.

When you open a BUSINESSOBJECTS document in PDF Acrobat Reader format,
Adobe Acrobat Reader automatically launches and appears in the page contents
area of your INFOVIEW window.

Acrobat toolbar

|ﬁi§‘37v|"éw Download Refresh Save Publish Send
weicome IINERZIREIE D R IR N s R
3

| Bookmarks

[ Revenue Year 20074

[ v]=

Corporate
Documents

Personal Revenue for Year 2001
Documents

= Inbox
Documents

Quantity sold  Sales revenue
New York 19,109] §23,151,022]

Houstan 13.342] §2,246,194(
Scheduled Los Angeles 9.860) §1,656 676
Documents San Franclaco 7.000) §1,336,003
Austin 6.818| $1,135.474|

Create Chicago 8,518 $1,134,085|
Documents 6.451 §$1.053.581

Boston 5.268) S8BT, 16|
(Coloraco Spring: 5,116| $843,584]
il 4,830 $811,824

Search

Dallas 4,833 $803,421)
Sum §15,059,143)

‘Options
Logout

Help

3L

EEE R 8.27 x 11.69in

Report titles

To view another report, click on the report titles that appear below the document
as hyperlinks. If the BUSINESSOBJECTS report contains multiple sections, they will
appear below the report title in the Bookmarks pane.You can also print the PDF
document without having to worry about whether or not you have the correct
fonts installed on your machine.

When you view documents that contain OLE 2 objects in PDF format, you may
encounter problems displaying the OLE 2 objects.

To insert a logo or other image in a report and save the report as a PDF document,
you should save the image as a bitmap (.bmp). You can do this in Microsoft Paint
or a similar application.
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What you can do with BusinessObjects documents in InfoView

The following tables describe what you can and cannot do with BUSINESSOBJECTS
documents using INFOVIEW:

Action You can You
cannot

Refresh the document with the latest data

Publish the document to the Corporate Documents
repository where others can access it

Download the document to a BUSINESSOBJECTS.rep U
file

Save the document as a personal document

Send the document to another user

Delete the document

View the document’s attributes

Ol ol g OO

Print the document

Load the document’s data into a spreadsheet

Turn the block of data into a chart or a different table

Note: If your user rights allow you to view BUSINESSOBJECTS and
WEBINTELLIGENCE documents in BUSINESSOBJECTS, the BusinessObjects option
appears in the View Documents tab in your personal options page. For complete
descriptions of these options, refer to “Selecting how you want to view
BusinessObjects documents” on page 58.
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Viewing BusinessObjects documents in BusinessObjects

80

If your user rights allow it, you may also view BUSINESSOBJECTS documents in
BUSINESSOBJECTS. You indicate how you view BUSINESSOBJECTS on the View
Documents tab of the Options page. For instructions on setting this option, see
“Selecting how you want to view BusinessObjects documents” on page 58.

The first time you choose to view a document using BUSINESSOBJECTS, you will be
prompted to install BUSINESSOBJECTS. Once it is installed, BUSINESSOBJECTS
automatically launches each time you open a BUSINESSOBJECTS document. If you
already have version 5.1 of BUSINESSOBJECTS installed from the CD on your
machine, the document will open in that version, and the installer will not
appear.

If the version of BUSINESSOBJECTS is updated on the server, you will be prompted
to update your version of BUSINESSOBJECTS via the INFOVIEW portal.

To install and view a document in BUSINESSOBJECTS:

Note: To install through the portal, you must be logged in to your Windows 2000
machine as a local administrator.

1. Click a BUSINESSOBJECTS document in any INFOVIEW document list to open it.

If you do not already have BUSINESSOBJECTS installed, the BusinessObjects 5i
installation wizard appears.

Welcome to the
BusinessObjects 5i Installation
Wizard

BUSINESS OBJECTS® This wizard installs BusinessObjects 5i on your computer.

BusinessObijects 5i is a powerful solution for all of your
query, reporting, and analysis needs.

To continue with Setup, click Next.

< Bank I Hewt> I Canoel
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2. Click Next to continue installing.

You are prompted to select a location for BusinessObjects 5i program files.

Installation Folder '_.‘
“ou can choose where to install BusinessDbjects 5i.

Choose an installation folder.

& lnstall to defauit folder;

BuginessObjects 5i will be installed to C:4\Program Files'Buzsiness Dbjects.

1 Install to folder:

Biowse...

To continue with Setup, click Next.

< Back I Next > I Cancel |

By default, the files are installed to C:\Program Files\ Business Objects.
3. If you want to install the files to another location, select Install to folder.

4. Enter a new path in the text box and click Next to continue.
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The BusinessObjects 5i setup window appears.

Note: If you select a drive that does not have enough disk space available to
download and install BUSINESSOBJECTS, one of the following error messages
appears:

If you have the ability to change the installation drive, you have the option to go
back in the installation wizard and choose another drive.

The message looks like this:

Digk Space Requirements
The Buziness0bjects Siinstallation wizard requires more free disk space

“here is not enough available disk space on your machine to install
BusinessObjects.

~ou need 49 MBE of available disk zpaca to proceed,

To s=lect another installation drive. click Back
| o exit Setup, click Lanzel.

ders | raneal |

If you cannot choose the installation drive, contact you system administrator.
The error message looks like this:

Disk Space Regquirements
The Business0bjects Siinstallation wizard requires more free disk space

& "here is not enough available disk space on your machine to install
BusinessObjects.

“ou need 49 MB of available disk spacs to proceed.

To et Setup, click Canzel

< Bk et s
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5. Click Next.

6MB of compressed files are downloaded to your computer.

BusinessObjects 51 Setup
The BusinessDbjects 5i installation wizard needs to download and extiact the
setup files

Setup will naw perform the following tasks;
* Download installation package
Extract installation files
Install BusinessObjects 5i on wour computer

Delete installation files

Cigad | tews | conedl |

Once the files are downloaded, they are uncompressed and installed. Once
installed, BUSINESSOBJECTS will take up about 20MB of disk space.

6. If you do not have the correct version of VBA (Visual Basic for Applications)
required to work with BUSINESSOBJECTS, you may be prompted to install it. To
install the compatible version, check the box Download and install VBA, and
click Next to continue installation

BusinessObjects 5i Installation Wizard

Microsoft® Visual Basic® for Applications Setup
WB& is required in order ta take advantage of BusinessDbjects 5i object madel

Check the box below if pou wish ta install VBA,

I~ Download and install VBA

To conlinue with ¥B& Setup, click Nest.

< Back I Mext > I Cancel
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7. Click Finish to end the installation procedure.
BUSINESSOBJECTS opens and displays the document.

Note: To view a BUSINESSOBJECTS document with macros or add-ins enabled, you
must view it in BUSINESSOBJECTS. If you open a BUSINESSOBJECTS document with
macros or add-ins in any other format the macros are disabled.

If you have version 5.1 or earlier of BUSINESSOBJECTS installed on your machine,
you will not be able to update to the latest version through the INFOVIEW portal.
To be able to install the updated version through INFOVIEW, you will first have to
uninstall the existing version on your machine. Then you can follow the
procedure "Viewing BusinessObjects documents in BusinessObjects".

If your user rights allow it, you may also be able to create and edit
BUSINESSOBJECTS documents with BUSINESSOBJECTS. You set this option in the
Create and Edit Documents tab of the Options page. For information about
creating and editing documents with BUSINESSOBJECTS, refer to the
BusinessObjects User’s Guide.
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Example

Viewing Documents

Your Documents lists may contain documents created in many applications other
than BUSINESSOBJECTS and WEBINTELLIGENCE. You can view, send, publish, and
download any of these documents if your user rights allow you to do so.

You must have the application that the document was originally created in
installed on your computer to be able to view it. For example, if you want to view
a Microsoft Word document in INFOVIEW, you must have Word installed.

Some examples of the types of documents you can view in INFOVIEW are:

Viewing Microsoft Word documents

When you open a Microsoft Word document in INFOVIEW, it appears in Word
format with the standard formatting toolbar.

WEBINTERAIGENC,
INF*Vi

Welcome

Eedashy|izace o e

Heading 1

~ Arial

Corporate EE '

Documents

Personal
Documents

= Inbox
Documents

Scheduled
Documents

Create
Documents

Al o o

Search
Options 11
Logout 13

Help 15

-14-”?1g
CRUELN I S

P T

lgaving Checklist:

Save file onto my computer as working copy.

Iake all final changes

Update book

Re-generate master TOC

Ee-generate and Update all local TOC

Frint to check changes

Frint i Postscript (refer to RTM checklist)

Drop on pg file PDF to Paper “in” folder

Print for last check

Bave as secure file. (Save as: replace file)

Drop on PDF to CD “in” folder

Iake changes to CD PDF file (refer to Steps: Optimize the PDF)

Bave as secure file. (Save as: replace file)

Baveto I, Create afolder in each; PDF to paper, and PDF to CD with product name as title
Compress the file in PDF to paper with WinZip.

Save final wersion onto K:»Doc. F# = user> en®, create a new folder “RTM Fersion#t”

Elo|al=] |

| 1v]

|_|«|0|»|<
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Example Viewing Microsoft Excel spreadsheets

When you open an Excel spreadsheet, the document appears in an Excel page in
the INFOVIEW window.

INF¥VIEW

" = Sales_revenue
My InfoView A ! B = 5 I E | E = =
Sales revenue!Quantity_snld Lines City Category kMaonth_MName =
Corporate | 15007 13/Accessories  Brussels Belts bagswallets  March —
Documents | 4681 19 Accessories  Brussels Hair accessories April
Personal 249 1 City Skirts Brussels Full length Februany
Documents 456.4 2 City Skirts Brussels Full length karch
| 2608 12 City Trousers  Brussels Bermudas December
# Inbox 22138 1| City Trausers  Brussels Bermudas January
Documents 1374 6 City Trousers  Brussels Long lounge pants  Fehruary
Scheduled : 705.4 3| City Trousers  Brussels Long lounge pants ~ March
Documents | 209108 161 Dresses Brussels Ewvening wear August
Create | 4418.5 31 Dresses Brussels Ewvening wear September
Documents | 2766.1 19 Dresses Brussels Sweater dresses QOctober
1261.8 8 Dresses Brussels Sweater dresses MNowember
b 447 3| Jackets Brussels Boatwear September
Search BI§ 249 1 Jackets Brussels Outdoor October
" 17731 8 Leather Brussels Shirts June
Options ; 1614 6 Owercoats Brussels DOy wear July
Logout | 0 0 Owercoats Brussels Dy wear August
| 1444 6| Shirtvaist Brussels 2 Pocket shins Agpril
Help | 212.2 1 Shint'waist  Brussels 2 Pocket shirts bty
177893 111 Shirt\Waist Brussels Long sleeve June
6699.4 44| ShirtWaist Brussels Long sleeve July
222837 116 Shirt Waist Brussels Short slesve August
2958.9 17 ShirtWaist Brussels Short sleswve September
41736.1 215 Sweat-T-Shirts Brussels T-Shirts Septermnber -

Note: The way the Excel document appears in your INFOVIEW window depends
on the browser you use.
If your user rights allow it you can edit the cell contents of the spreadsheet.
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Viewing Portable Document Format (PDF) files

When you view a PDF file in INFOVIEW, the standard Acrobat Viewer window
and toolbar allows you to navigate and zoom on the document.

WEBINTEWIGENCE
INE*VIEW

My tnfoview LA = REANN
[ Bookmarks
C n E+L ] Chapter 1 Infroduct =
orporate 7 . )
Documents [ wihatis Infovie
[ what Docurmen
Personal - .
Docaments [ Howsare docure Chapter | Introduction to InfoView
[ wihat Can You [
& Inbox DCuStom\Zing\m e
Documents D Going siraic
Scheduled {1 hoosing h
Documents i [ choosing a W Whatis InfoView? ..o 20
L[ Infoview and Bt

AT 4> M« s DOMAEBOE
)

L]

In this chapter

Create

4 What Documents Can You Access with InfoView? ............ 23
Documents

i How are documents created? . L R

d What Can You Do with InfoView? ..............c....o... 26
Search

Options

Logout

4 InfoView and Busi

Help sObjects Reader ... - ™

Other file types you may see in your document lists:
o Text files
* GIF and JPEG images

You must have the software that the document was created in installed on your
machine. If you do not have the necessary software installed, you will be

prompted to choose another application that is installed on you machine, or save
the file.

It is possible to upload any document to the repository, but it is not possible to
view all document types in your browser. Even if you cannot view the files, you
can still distribute them to other users, or save it to your hard disk. The following
are examples of files that you may find in your Documents lists, but cannot view
in the INFOVIEW window:

o ZIP files
e Executable files (for example, .bat, .com, .exe)

* Files with extensions that the operating system cannot recognize
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Example Opening a non-viewable .zip file in InfoView

If you select to open a .zip file from any document list, the File Download dialog
box is displayed.

File Download x|

“ou have chosen to download a file from this location

More_rubbish.zip from casa

What would you like to do with this file?

€ Dpen this fils from its current location
& Save this file to disk

¥ Always ask before opening this type of file

oK | Cancel I More Info |

You can choose to Run the file from its current location, which allows you to view
the contents of the file, or Save the file to disk, which allows you to save the file

to your computer.
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Refreshing Documents

A document generated some period of time ago accurately reflects the data as it
existed at that time, but may be inaccurate now. You can update
WEBINTELLIGENCE and BUSINESSOBJECTS documents, keeping the same
formatting but querying the database for the most recent data. This is known as
refreshing it.

Documents can be refreshed in two ways:
* Manually

* Automatically at specific times or intervals
This type of scheduled refresh in fact represents a way of distributing
documents using a powerful BUSINESSOBJECTS server product called
BROADCAST AGENT.

Refreshing a document manually

You can refresh any document manually as long as you have refresh rights to the
universe used to create the document.

To refresh a document manually:

1. Click the document’s name in any InfoView document list to open it in the
Document Results page.

2. Click Refresh in the toolbar.

INFOVIEW submits the document to the server for refreshing, then displays the
new results on the Document Results page.

If the document contains a user prompt, however, a dialog box appears instead,
prompting you for information. For complete information, see the following
section.
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Viewing or Refreshing Documents with Prompts

Some documents can contain conditions, which allow readers to limit the data in
a document. Instead of viewing a large document with a large quantity of
information, they can choose to view only the information they need.

The following illustrations show how a condition works.

MTASALAMN Couniry | Quarter | Reverue
condition to Country Country |Quarter| Revenue

by selectingoneof  |FRANCE |Q1 £208,565.00
its values: US.

FRANCE |Q2Z $242,165.00
FRANCE|Q3 $226,125.00
FRANCE |Q4 £158,565.00

U3 1 £582 051 .00
U3 2 £573,652.00
U3 3 $658,572.00
U3 4 $630,829.00

Only the data for - -
that value is now

displayed. us 1 £582,051 .00
us 2 579,652 .00
us 3 658,572 00
us 4 $630,829 00

A condition can also affect calculations. For example, the total number of guests
for all resorts changes when you restrict the data to a single resort instead of all
resorts.

Document designers can include condition prompts in documents, which means
that when you open or refresh the document, you are asked to provide
information that will restrict the data contained in the document. For example,
you are asked to enter the particular year for which you want financial
information. If you don’t provide this information, you cannot view the
document.
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The types of prompts you can encounter may vary slightly according to whether
the document was created using WEBINTELLIGENCE or BUSINESSOBJECTS, but in
general, you can be asked for information in two ways:

* A dialog box appears prompting you to select one or more values from a pre-
defined list:

Values Prompt
Flease fill the following prompt(s):

Country In List

Fefresh List |

Fun Query | Cancell

In this case:
* Refresh the list of values by clicking the Refresh List button.

The values in the prompt list may change, for example, if a resort is opened
in a country that wasn’t previously on the list. In this case you would want
to refresh the list of prompts to include the new country.

e Select a value from the list, then click OK.

The size of the list box adapts to the number of displayed values. A
maximum of 6 values can be displayed in the list box. If there are more than
6 values you must scroll down to view the full list of values.

The updated document opens in the Document Results page.

* An entry box appears prompting you to enter a value.

Flease fill the following prompt(s):

State Equal to |

Fun Query | Cancell
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Example

You must enter a value before you can run the query or refresh the document.

Note: If no data in the database corresponds to this value, you receive the message
“No data to fetch.” When you click OK, the entry box reappears. Enter a valid
value then click OK.

Document designers can also create documents that automatically display the
condition values that restrict the data in the document. Here’s an example, which
also explains how to get a different viewpoint on the information in the
document.

A document with condition values displayed

Your document designer set a condition on the Resort object and displayed the
prompt options in the document:

Prompt options
O STEIRGY Eahamas Beach Refresh List Run Query
Bahamas Beach
Accommodation |1 167.296.00
Arcommodation |2 177.272.00
Accommodation |33 175.472.00
Arcommodation | Q4 153,624.00
Food & Drnks |01 26,985.00
Food & Drnks |02 27770000
Food & Drnks |03 54.950.00
Food & Drnkes |04 60,045.00

The condition is set to Bahamas Beach. Therefore, the only resort information
displayed pertains to Bahamas Beach.
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If you want, you can get a different viewpoint on your data by selecting a
different value directly from the prompt options in the Document Results page.
But before you select to view a different resort, you will refresh the list of prompt
options. Some new resorts might have been added to the list since the document
was created, and when you refresh the list, the new data is retrieved from the
database. To do this:

1. Click the down arrow next to the current condition value, Bahamas Beach in
this case.

2. Click Refresh List to update the list of condition values.
3. Select a new value from the list.

4. Click Run Query to update the document with information pertaining to the
condition value you selected.

The updated document opens.
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Viewing Document Properties

Every document that you can view in INFOVIEW has certain properties, such as its
description, the categories it belongs to, its keywords, and, if it’s a corporate
document, its selected refresh option.

You can view any document’s properties in the Corporate or Personal
Documents pages by:

* Clicking the document’s icon

* Displaying the document list in Expanded mode, then clicking the Properties
link in the document’s entry.

INFOVIEW has two pages for document properties:

* The Document Properties (Read-only) page lets you view but not modify the
current document’s properties.

You see this page if you are neither a BUSINESSOBJECTS supervisor nor the
document’s owner (creator), and therefore do not have the right to modify the
document’s category or categories:

» Document Properties (Read-Only)

Name: eFashion Sales Eval
Description: Evaluation of sales over the last three years
Categories: marketing
Sales
Keywords: Eval, sales,

[ Backto Document List |
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* The read-write Document Properties page lets you view all the document’s
attributes and modify the categories to which it belongs:

Document Properties

Name: Sales Revenue by Store

Description: Displays the sales revenue per store across all years

Select Categories:

FlnanC|
Accounting
Fesults
Keywords: Sales
Data Providers:
Apply | | Biack to Docurment List |

This page opens if you are a supervisor or the document’s creator.
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Using Document Categories

Over time, the document lists in your Corporate and Personal Documents pages
can include so many documents that the lists are neither meaningful nor
manageable.

Documents can be assigned to categories, attributes you can use to filter the
documents into smaller subsets. By selecting a category from the Categories
drop-down list box at the top of the Corporate and Personal Documents pages to
filter the list to display only documents in the selected category.

For example, when you select Marketing in the Categories list box, only
documents that were assigned to the Marketing category when they were
published are listed. This makes the list of documents shorter and more
manageable.

Managing categories

INFOVIEW handles two kinds of categories:

* You can use repository categories to filter lists of corporate documents. To
create, update and delete these categories, you must have the rights to do so
from the BUSINESSOBJECTS supervisor.

Even if you have these rights, if you are not a supervisor yourself, you can
only update and delete categories that you have created.

* You can use personal categories to filter your list of personal documents. You
alone have the right to create, update, delete and use these categories.
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Managing corporate categories

If your user rights allow it, you can manage repository categories in the Category
Management page. You can access this page:

e From the Corporate Documents page

e From the Document Attributes page

* From the Publish page

In each of these pages, if you have the right to manage corporate repository
categories, the Categories title next to the list box is underlined, indicating a

hypertext link.
Click here — Categuaries: |4l categories 'I 45 available documents This
— @ Aoz ias Davanna m iamac

Click the link to display the Category Management page.

Category Management

Select from the list or enter a new one.

Name From Date

eFashion Eric Oct 02 18:00:12 1995
lsland Resorts Eric Oct 02 18:02:11 1995
Technology Eric Oct 25 14:34:20 1995

Category. |Island Resorts

Create | Delete | Update | Close |

It displays all existing repository categories, their owners (the users who created
them and therefore have update and delete rights for those categories), and the
date each category was last saved. You cannot delete or update a category
created by another user.

To create a category, type the category’s name in the Category entry box, then
click Create. The new category appears in the list above.

To update a category, select its name in the list. The name appears in the
Category entry box below. Make your modifications, then click Update. The
updated category name is inserted in the list.

To delete a category, select its name in the list. The name appears in the
Category entry box below. Click Delete. The category disappears from the list.

To close the Category Management page, click Close.
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Managing personal categories

98

You manage personal categories in the personal Category Management page.
You can access this page in any of the following manners:

e From the Personal Documents page
e From the Save page

In both these pages, the Personal Categories title next to the list box is underlined,
indicating a hypertext link.

Click here — Personal Categaries: |4l categaries 'I 4 available documents

B |Name a Date

= Blavral tact Fah 14 2000 1311

Click this link to open the personal Category Management page.

Category Management
Select from the list or enter a new one.

Invoices Oct 25 14:27:35 1995
Orders Oct 25 14:27:42 1995
Revenue Oct 25 14:27:15 1995
Sales Oct 25 14:27:24 1995
Category: |

Create | Delete Update Close

status: New category successiully created.

It displays all existing personal categories and the date each category was last
saved.

e To create a category, type the category’s name in the Category entry box, then
click Create. The new category appears in the list above.

* To update a category, select its name in the list. The name appears in the
Category entry box below. Make your modifications, then click Update. The
updated category name is inserted in the list.

* To delete a category, select its name in the list. The name appears in the
Category entry box below. Click Delete. The category’s entry in the list
disappears.
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To close the personal Category Management page, click Close.

Assigning documents to categories

InfoView lets you assign:
* Corporate documents to repository categories

e Personal documents to personal categories

Assigning corporate documents to categories

If your BUSINESSOBJECTS supervisor has given you the right, you can assign
WEBINTELLIGENCE and BUSINESSOBJECTS documents to repository categories.

To assign a corporate document to a category, or to modify a corporate
document’s category, you must be the owner of the document or have supervisor
rights.

You can assign a corporate document to a category in two ways:
*  When you publish a new document.

* By modifying the document’s properties in the Document Properties page.
This way you don’t have to actually open the document, then publish it.

To do this, just click the document’s icon in the document list.
The Document Properties page is displayed:

Document Properties

Name: Sales Revenue by Store
Description: Displays the sales revenue per store across all years
Select Categories:

Financial

Accounting

Results
Keywords: Sales
Data Providers:

Apply | | Biack to Docurment List |

The categories the document belongs to are highlighted in the Categories list.

¢ To assign a document to, or remove a document from a category, click the
desired category in the list.

e Toassign a document to, or remove it from multiple categories, hold down
the Ctrl key while clicking each category.
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When you are done, click Apply.

To return to the document list, click the Back to Document List button.
Assigning personal documents to categories
You can assign a personal document to a personal category:
* When you save a document.

* By modifying the document’s attributes in the Document Properties (Apply
new categories) page.

To do this, just click the document’s icon in the Personal Documents page. The
Document Properties page is displayed.

Document Properties

Name: Sales Revenue by Store

Description: Displays the sales revenue per store across all years

Select Personal Categories: |_ Mo Cateioiisemded_

Keywords: Sales

Data Providers:

B | Name Source Date

Apply | | Biack to Docurment List |

The categories to which the document belongs are highlighted in the Personal
Categories list.

* To assign a document to, or remove a document from a category, click the
category in the list.

e To assign a document to, or remove a document from multiple categories,
hold down the Ctrl key while clicking each category.

When you are done, click Apply.
To return to the document list, click the Back to Document List button.

Filtering document lists by category

100

Once your personal and corporate documents have been assigned to categories,
you can use those categories to display pertinent subsets of documents in your
Personal and Corporate Documents pages.

For complete information, see “Filtering document lists” on page 43.
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Uploading Documents

You can upload any document other than BUSINESSOBJECTS or WEBINTELLIGENCE
documents from a location other than the corporate repository, such as your
personal hard disk. This allows you to upload, for example, a Microsoft Excel
spreadsheet, and publish it to the Corporate Documents list, save it to your
Personal Documents list, or send it to another user.

The action you perform on the document depends on which document list you
are viewing.

You must have the appropriate version of the application that the document was
created in installed on your computer to be able to view it inINFOVIEW. The
following table shows you some examples of document types you can upload
and view in INFOVIEW:

Icon Document Type

Portable Document Format (PDF)

Microsoft Word document

Microsoft Excel spreadsheet

Microsoft PowerPoint

mE® G

Unidentified file type

The upload feature also allows you to use InfoView as a method of distributing
files within your company. The following are examples of files that you can
distribute to other users through the repository:

o ZIP files
* Executable files (for example, .bat, .com, .exe)
* Files with extensions that the operating system cannot recognize

To view the contents of one of these file types, for example a .zip file, click the file
name and choose to Open this file from current location or Save this file to disk.

Note: You cannot upload agnostic documents that have no file extension.
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Upload a document and publish as corporate document

To upload a document and make it available to other users:

1. Click Corporate Documents in the navigation bar.

The Corporate Documents list is displayed.
2. Click Upload in the top bar.
The Upload and publish as corporate document window appears.

» Upload and publish as corporate document

Upload any file other than a Business Objects document, and publish it to the Corporate
Documents list in Info'view.

Enter the file to upload: I Brawse.

Agsign a document name to the file: I

Enter the document description: =]

Select Categories: - Mo Category Selected -
Tutorial Samples
Infocenter Tips
Developer Suite

Enter the docurment keyword(s) I

Select the document domain IDDDument -

Select the destination groups:

Overwrite if document exists Cyes O No
Refresh options MNone

Fublish | Back to Document List |

3. Click Browse to search for the document, or enter the file name with its path
in the Enter the file to upload text box.

4. Enter aname for the document in the Assign a document name to the file text box.

5. Inthe document description box, enter a description if you wish. Descriptions
are displayed in document lists when the document list is in Expanded mode.

6. If you wish, assign the document to one or more corporate categories by
highlighting your choice(s) in the Select categories list:
e To assign the document to a single category, click the category in the list
box.
e To assign the document to more than one category, hold down the Ctrl key
while clicking the desired categories in the list box.
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e If the document is already assigned to a category and you want to remove
it, just click the highlighted category. To remove the document from
multiple categories, hold down the Ctrl key while clicking the categories.

e If you want to assign the document to a category that isn’t in the category
list, click Categories to open the Category Management page. For
information about creating personal categories, see “Managing categories”
on page 96.

7. You can also enter one or more keywords to serve as search criteria for this
document.

8. Select the groups to which you want to make this document accessible.
Available groups are listed in the accompanying listbox.

9. If you want this document to overwrite any other document with the same
name, select yes for the option, Overwrite if document exists.

10. Click Publish.

A message confirms that the document has successfully been published.
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Upload a document and save as personal document

To upload a document and save it for your own personal use:

1. Click Personal Documents in the navigation bar.

The Personal Documents list is displayed.

2. Click Upload in the top bar.

The Upload and save as personal document window appears.

» Upload and save as personal document

Upload any file other than & Business Objects document, and save it to your Personal
Documents list in Info'iew.

Enter the file to upload I Browse...
Assign a document name to the I
file:
Enter the document description: =]
|

Select Personal Categories:

Enter the document keyword(s): I

Overwrite if document exists: © Yes & ho

Save | Back to Document List |

3. Click Browse to search for the document, or enter the file name with its path
in the Enter the file to upload text box.

4. Enter aname for the document in the Ass